
DEPARTMENT OF G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL S C H E D U L E 

Schedule No. M-253 

Page 1 of 

Agency 

TOWN OF BETTERTON 

Division/Unit 

ADMINISTRATION 

Item 
No. 

Description Retention 

General Correspondence 

Original incoming letters, copies of outgoing letters, memo
randa, studies, reports, directives, policies and other materials 
related to Town administration. 

Screen annually and destroy the 
material that is no longer 
needed for current business. 
Retain permanently any mate
rial that serves to document the 
origin, development and ac
complishments of the office. 
Transfer periodically to the 
Maryland State Archives. 

Personnel Files 

Personnel records for employees. Includes: medical records, 
injury reports, disciplinary actions, commendations, promotions, 
awards, leave records, etc. 

Retain for three years after ter
mination date, then destroy. 

3. Minutes of Town Council Meetings Permanent. Transfer periodi
cally to State Archives. 

Minutes of Appointed Committees Retain 
permanently and transfer peri
odically to State Archives. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name 

Title 

Annette M. Green 

Town Clerk 

Schedule Authorized by State Archivist 

Date 

Signature 

DGS 550-1 



DEPARTMENT OF G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule N o ^ _ 2 5 3 

Page 2
 o f 3 

Agency Divis 
TOWN OF BETTERTON 

on/Unit 
ADMINISTRATION 

Item 
No. 

Description Retention 

5. Building Permits 

Plans for residents and Town facilities. Permanent. Transfer periodi
cally to the State Archives. 

6. Requests for Quotations. Invitations to Bid 

This series contains the bid specifications, drawings, advertise
ment and other associated documents. 

Retain in office for five years 
after contract completion or 
until audit requirements have 
been met, then destroy. 

7. Insurance (Property, Vehicle and Health) 

Documentation and correspondence relating to insurance for 
property, vehicle and health coverage. 

Screen annually and destroy 
material having no further legal, 
administrative, fiscal or opera
tional value. 

8. Insurance (Workers' Compensation) 

Workers' Compensation Claims: contains incident reports, cor
respondence, medical reports, invoices and medical authoriza
tion forms 

Retain until termination plus 
three years, then destroy. 

9. Deeds/Agreements 

Deeds of property and agreements between the Town and 
individuals / entities. 

Permanent. Transfer periodi
cally to the State Archives. 

10. Annexations 

Annexation Petitions with supporting and background 
documents Permanent. Transfer periodi-

callv to the State Archives. 
DGS 550-1A 



DEPARTMENT OF G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule N o M _ 2 5 3 

Page 3 of 3 

Agency Divisi 

T H W W O P R P T T P R T O N 

on/Unit 

A D M I N I S T R A T I O N 

Item 
No. 

Description Retention 

11 . Legislation 

Charter, charter amendments, ordinances, and resolutions 
adopted by the Council with supporting and background docu
ments, if any. 

Permanent. Transfer periodi
cally to the State Archives. 

12. Town Code and Amendments 

The Code, with amendments, contains the current local laws of 
the Town. 

Permanent. Transfer periodi
cally to the State Archives. 

13. 
Legal Opinions and Litigation. 

Written opinions rendered by the Town Attorney at the request 
of the Mayor and litigation cases involving the Town. 

Permanent. Transfer periodi
cally to the State Archives. 

14. 
Town Publications 

Town Journal, handbook, directories and various notices to the 
press and general public regarding current events. 

Permanent. Transfer 
periodically to the 
State Archives. 

DGS 550-1A 



Instructions -Type or Print a separata form for 

each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-790-1830 

A G E N C Y RECORDS INVENTORY 
Instructions -Type or Print a separata form for 

each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-790-1830 

PAGE / OP / 1 

1. Department/Agency 

Town of Betterton 
2. Division 

Administration 
3. urn 

DEFINITION - RECORD SERIES: A arouo of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. RsconlSflrin Ttto 

General Correspondence 
5. Earnest Year/Urtm Year 

8. Record Series Descrtptton (Briefly dascriba the types of InftjriiiutluiiAluujiiMila/tuillB found In the settee, Indudatho purpose or function of thfl Sanaa.) 

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives, 
policies and other materials related to Town administration 

i 7. Record Series Formal(e) Ustaa 

| ( f i t t e r Slio •Ucrofftn 

| ^JdrfliiTTlie • Computer Tape 

• AudloTape ORoppyOMt 

• Bound Book DVWooTapa 

• Other (BnodM 

B. Rscord Scries Sequence 

0 Alphabetic^ 

• Numerical 

• Geographical 

n Other (fuaacrM 

9. Volume | 

• Microfilm Reot(a) 

• Consular TaDefs. 
Number 

• Othar (specify) 

i 7. Record Series Formal(e) Ustaa 

| ( f i t t e r Slio •Ucrofftn 

| ^JdrfliiTTlie • Computer Tape 

• AudloTape ORoppyOMt 

• Bound Book DVWooTapa 

• Other (BnodM 

B. Rscord Scries Sequence 

0 Alphabetic^ 

• Numerical 

• Geographical 

n Other (fuaacrM 

10. Annual Aowrnulfltton 

t̂ ffo Drawls) 

• Mfcroflbn RaaKa) 

* • Computer Tape(B) 
Number 

• Otnr (speetry) 

| 11. Fie la Used 

1 • DeHy Q M e s M y ^ • MorrMy •Anmslry 

12. Flo Becamea tnecflvB Aflor 

J • Mnrrttr/B) • M^arU^ 
Number 

13. Current Locationfe) (BMg.. Floor. Room) 

Town Hall 
14. (• Record SerttM Duplcated BMwrhsro? (rr yas, spooHy agency or office.) | 

• YOB fiS^ST^ E 

15. Access Restrictions (If Yea, otta La«r(i) I Rejulallorrjs) 

• Yes 

16. Audtt Requirefnarta i 

0 State • Federal • tndopendant 1 

17. Is an Index System used? If yes, ootptati brteey and rJascffbs requirements 18. Recoil vi etiftood Retention 

10. Name and TrBa of Proparsr 

Annette M.Green, Clerk-Treasurer 

20. Telephone Number 

410/348-5522 

21. Date I 

D03 680-4 (Rev. 1AM) 



I Instructions -Type or Print a separate form for 

1 each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

A G E N C Y R E C O R D S INVENTORY 
I Instructions -Type or Print a separate form for 

1 each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

PAGE N O " * / 

1 1. rtaperimenVAgency 

I Town of Betterton 
2. DMskxi 

Administration 
3. Urtl 

| DEFINITION - RECORD SERIES: A arouo of related records normally filed and used as a un : for reference as well as retention and disposition purposes. 
| 4. Record Sariee Tate 

| Minutes of Town Council Meetings 

5. EarteU YrarfUtut Year I 

1 6. Record Serial Oeacrtpltan (Brtrty daacfiba Hietypae,otln1>jiiiiMBcjnfttocuiiiM«ila/tuiii»found In Hie earlee, tr^dettopurposB or function crt the I 

Minutes of Town Council Meetings 

1 7. RecordSeriesFormH(s) UeteD 

Qldtoaraaa DMcroMn 

• Legal Size •Computer Tape 

• Audio Tape ORoppyOfek 

8. Record Sarin Sequence 

• Alphabetical 

• Numerical 

£^phfcnologtaal 

S.Vottima | 
^*rfloDrawen>) |l 

• Mtoofltm Real(a) G 

| • ComDulHr TaoefB) 

Number 
n Ottm fmacftV. 

• Bound Book QVldaoTapa • Geographical 

n nttmr {ftfncHM 

10. Annual Accumulation 
6V»<™ Drawen>) 1 

• Microfilm ReaKa) | 

* 3^ o CornputarTapeta) j 
Numbar D 

O OttMr(apedry) I 

11. Flai l Utad 

• Daly • Weekly vlAcnMy • Annually 

1Z Fla Bacomaa ItiacVw After V 

J • Mortthra) a**earfa) E 

11. Flai l Utad 

• Daly • Weekly vlAcnMy • Annually 
Number | 

13. Currant LocaUan(B) (Bdg., Floor. Room) 

Town Hall 
14. IB Rscord Sense Dupfcatad Biwtiere? (If y » , spoorry QQcncy or oftlca.) I 

• Yea 1 

15. AOOOM RaaMcttoni (If Yea, one Law(i) a RaguKtlon<» 

• Yea QMS 

1ft. Audit Requfrarnanta 

• Nona Qr&Sfa' • Federal • Indapendarrt 

17. IB tn Indax Syitem usod? If yes, axjtfari briefly and doscribo raqulromorrti 

• Yea **fio^ 

IB. Recommended Retention 

10. Name and Title of Preparer 20. Telephone Number 21. Data 

Annette M. Green, Clerk-Treasurei 410/348-5522 
0Jj^[ZJOC^ 

DOS 580-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y RECORDS INVENTORY 

1. DtpertnonVAoancy 

Town of Betterton Administration 

DEFINITION - RECORD SERIES: A aroup of related records normallv filed and used as a un t for referenettwawell as retention and disposition purposes. 1 
A. Record Senas Tits 

Personnel Files 
S. Eartest Year/Latest Year 1 

6. Record Settee Description (Brtety deeolbo the types of liiluiiiialiun/iluumMil&luiim found In the series. Irerudottia purpose or function of the aarloa.) 

Personnel records for employees. Includes: medical records, injury reports, disciplinary actions, 
commendations, promotions, awards, leave records, etc. 

7. Record Sanaa Format(a) Lfcl BO 

• Morafum 

• Legal Size •ComputarTape 

• Audio Tape • RoppyOta* 

0 Bound Book •VHaoTepa 

• Other (specify) 

B. Record Seriea Oecjuonce 

(f^Srironoh 

• Geographical 

• Other (apedfy) . 

l*A*r6rawor(B) 

• MIcrofJIm Reel(8) 

• Computer Tepefa) 

• Other (apecHy)__ 

10. Annual Aosumulallon 

Number 

• MIcrofDm ReaKa) 

• Computer Tapeta) 

• Otter (apedfy) 

11. Re to I 

• OaDy • Monthly •Annually 

12. Ha Beccmea Inactive After 

I • Month(a) 
Number 

13. Currant Locatlon(B) (Btdg., Floor, Room) 

Town Hall 

14. la Record Sertee Dupfcated Bsevmere? (Ifyaa, apedfy agancy or ofnee.) 

• Yea «<fST 

15. Aocaaa ReaMcttoia (If Yea, die LaaXa) t RaauUBtorKs) 

Q Yee vmto^ 

16. Audtt RBOutremeraa 

• None L S M e ^ ' • Federal • 

17. IB in Index System used? If yes, ooplRji briefly and descrtoo requirements 

• Yea 

18. Raoonvnendad Retention 

19. Name and Trite of Preparer 

Annette M.Green, Clerk-Treasurer 

DOS 690-4 (Rev. 1/93) 

20. Telephone Number 

410/348-5522 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y RECORDS INVENTORY 

1. DupurtiiKwit/AcTicy 

| Town of Betterton Administration 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes, 
4. Rscord Series Tito 

Minutes of Appointed Committees 

6. Earliest Yesr/lstest Year 

/ffit2* 2009 
6. Record Series Descrtpllon (Briefly describe tho types of ljitUii.aBuii7duuiiiMiuVtu.na found In the series, nTdudathe pupoao crturicflon of Iho sanas.) 

Minutes of Appointed Committees 

7. Rscord Series Formats) LMafl 

• Legal Size 

• AudloTape 

• Bound Book 

• Olhef (BpcottyL. 

• Ucroflim 

• Cornputar Tape 

• Floppy Disk 

• Video Tape 

B. Record Senas OacjuenoB 

• Geographical 

• Other (specify) . 

>Drawen>) 

• Mlcrotnrn Reel{s) 

• CornputorTapats) 

• Other (specify) 

10. Annual Accumulation 
9 Orawer{a) 

• Mfcrofttm RooKi) 

• Computer Tope(s) 

• Otrar (BpecBV) 

11. Flo Is Used 

• Deny • Weekly t V K t a n W y ^ • Annually 

12. Fie Becomss Irtadtve After 

• Morrth(B) f o a n » 

13. Currant Uxattonfs) (BWQ., floor. Room) 

Town Hall 
14. I i Record Sorts* Ouptcatod Bwwrtisro? (if yea, epocriy agency or office.) 

• Yea e V - H o ' ' 

15. Acoaea RBSttctJona (If Yea, one uaKi| e, ReguufiorKt) 

• Yea 

16. AudB Raô atrarnants 

• Federal • Independent 

18. Recornrnendod Retention 

10. Name and Title of Preparer 

Annette M.Green, Clerk-Treasurer 

DOS 550-4 (Rev. 1493) 

20, Telephone Number 

410/348-5522 

http://ljitUii.aBuii7duuiiiMiuVtu.na


Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A O E N C Y R E C O R D S INVENTORY 

PAQE w OF 

1. Doportrnam/Aeency 

Town of Betterton Administration 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes! 
4. Rocord Serin TMe 5. EarneH Year/l*teet Year 

Building Permits -5009 
8. Rncord Senas Description (Briefly describe tha types of IntarTialtortTtioajrr^ found In wo Banes. Include the purpose or function of me series.) 

Plans and permits for residents and Town facilities. 

7. Rocord Senas Formats) Uat all 

r Size • McrofDm 
^•fetters 

I Size •ComputerTape 

• Audio Tape • Floppy Drsk 

• Bound Book • Video Taps 

• Other (specify) 

I. Record Series Oeojuanca 

e^^eftroni 

• Other (specify) . 

» Drawees) 

• MtauBm Reel(s) 

• Computer Tapofa) 

• Other (specify) 

10. Annual Accurnulatton 
ta^fSeC 

Number 

Drawees) 

• MIcrolBm ReaKs) 

• Computer Tapefs) 

• Otter (apedfy) 

11. Flo r» Used 

• Weakly O Morrthty OArmuerJy 

12 Fie Becomes Inacthn After 

• McntNs) *-Y5m(t) 
Number 

13. Currant U>c*tJon(s) (Btdg., Floor, Room) 14. Is Record Sense Dupfcated Bsewhere? (If yes, apedfy agency or office.) 

D Yea ey-lST 
Town Hall 

18, Access Restrtctlons (If Yes, one Lewd) A Raoulatlon(B> 

• Yes 

16. Audtt Requirements 

iVNtina • State 
• Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe roquli 

• Yea H S o ^ 

18. Recommended Retention 

IB. Name end Trfle of Preparer 

Annette M.Green, Clerk-Treasurer 

20. Telephone Number 

410/348-5522 

DOS 660-4 (Rev. 1/93) 



1 Instructions -Type or Print a separate form for 

1 each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 1 Instructions -Type or Print a separate form for 

1 each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-799-1930 

PAGE I/O OP * 1 

I 1. DerjartrremyAoency 

J Town of Betterton 
2. Division 

Administration 
3. Urtl 

I DEFINITION - RECORD SERIES: A aroup of related records normally filed and used as a un 
t for reference as well as retention and disposition purposes. 

I 4. Record SanOT TTJa 

I Requests for Quotations. Invitations to Bid 

5. Earnest Year/Latest Year 

/**>,„ 2o0°l 

e. Record Sertas Oescnption (Briaty describe the types eifmtamalkWdocurrBntB/ronTBtotirid In the son as Include the purpose or function of the series.) 

This series contains the bid specifications, drawings, advertisement and other associated documents. 

I 7. Record Series Forniet(s) Ual etl 

^p^attarSlie •Mcrofltn 

^•^etjetSlze • Computer TepB 

• Audio Tepe • Floppy Dtsk 

• Bound Book • Video Tape 

nOtrevrarjerifvl 

B. Rscord Sortos Secjuonos 

• Alphabetical 

• Nurnertcal 

p>«5nrormta0lod 

• Geographical 

n Other IKDBCAM 

9. Volume . 
cS^le Drawerfe) 

• Microfilm Reol(s) 

C - ^ V • Computer Taeefe) 
Number 

n Other fHDecmn 

I 7. Record Series Forniet(s) Ual etl 

^p^attarSlie •Mcrofltn 

^•^etjetSlze • Computer TepB 

• Audio Tepe • Floppy Dtsk 

• Bound Book • Video Tape 

nOtrevrarjerifvl 

B. Rscord Sortos Secjuonos 

• Alphabetical 

• Nurnertcal 

p>«5nrormta0lod 

• Geographical 

n Other IKDBCAM 

10. Annuel Accumulation 
af f i le Oiuasufs) 

• MlcroOm ReeKa) 

. 3 0 
D Computer Taped) 1 

Number | 
• O f w (specify) 1 

U 11. Fla Is Used , 

H • Dally • Weekly tyHvaxtlhly • Annually 

12 Flo Becomes Inactive Aftor 

) • MonWB) eWearis, 
Number 

| 13. Currant Location's) (Bktg., Floor, Room) 

fl Town Hall 
14. Is Record Series Duplcatad Bsawfiara? (If yes. specify ajjeru^ or offk».) 1 

• Yea ifi^Ho I 

H 18. Access ReetncUoni (If Yes, clta Law(s) 1 RegulattorKa) 

B • Yee * f J o ^ ^ ' 

16. Audit Requfrernents ' 1 

W'ttone a State • Federal • Independent 

17. IB an Index Syitam used? It yes, raplaln brtslTy and describe requirements 

D Yee J/flo' ' ' 

18. Recommended Retention 

*• 

19. Name andTtfle of Preparer 

| Annette M.Green, Clerk-Treasurer 

20, Telephone Number 

410/348-5522 

21. Data 

DQ3 650-4 (Rev. f/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-788-1830 

A G E N C Y RECORDS INVENTORY 

: z _ - J i 

1. DapGTuiBrtVAQBficy 

Town of Betterton Administration 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a un t for reference as well as retention and disposition purposes. 
4. Rscord Series Tlte 

Insurance (Property, Vehicle and Health) 

S. Earnest Year/Latest Year 

8. Record Sanaa Description (Briefly describe ttia typas ot iMfuiiiaOui/lluUJiiiMils/Tuiiiis found In tha eerie*, ndude mo purpose or function of the eartea.) 

Documentation and correspondence relating to insurance for property, vehicle and health coverage. 

7, Record Series Forrnat(s) List efl 

• Mlcroturn 

Q Computer Tape 

• Audio Taps • Floppy Oh* 

• Bound Book • Video Tepe 

0 Other (Bpocrfy) 

i. Record Series Seojuenoe 

• 

b Nui 

l^^hrant 

• QeoQraphlcaJ 

• Other (specify) . 

9. Volume 

• Mkroffirn Reei(s) 

• Computer Tapofs) 

• Other (specify) 

10. Annua) AcojmuiatJon 
V-POeDni 

Number 

Drawarfa) 

• MksrofDm ReeKs) 

• Computer Tapa(8) 

• Other (apedfy) 

11. Re Is Used 

0 Deny aWeotdy • Annually 

12 Fie Becomes Inactive After 

J • Month(s) 
Niirnber 

13. Current Locators) (Btdg., Floor, Room) 

Town Hall 
14. Is Record Sense Dupfcated Esewhens? (If yes, epectyefiancy or cffco.) 

• Yea E ^ M T * 

15. Access ReslrictJons (If Yes, one Law(s) A Raculaflon(s) 

O Yss 

16. Audit Requirements 

• None svSJate' a Federal • 

17. Is an Index System ussd? if yes, explain briefly and describe requl 

• Yea IxfrfT* 

18. Reoommended Retention 

10. Name and Title of Preparer 

Annette M.Green, Clerk-Treasurer 

20. Telaphone Number 

410/348-5522 

DOS6S0-4(Rev.1r83) 



1 Instructions -Type or Print a separate form for 

i each new or revised record series. Forward 

j with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

A G E N C Y RECORDS INVENTORY f 
1 Instructions -Type or Print a separate form for 

i each new or revised record series. Forward 

j with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

PAGE S< OF 

1 1. Deportment/Aoancy 

I Town of Betterton 
2. Division 

Administration 
3. Unit 

DEFINITION - RECORD SERIES: A arouo of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 1 
4, Rscord Sartss Tito 

Insurance (Workers' Compensation) 

5. Earnest Year/latest Yeer 1 

6. Record Sartss Description (Briefly describe the typos of Irrformaaon/documsn ttaund In the sarins. Irahi4ett» purpose or function of the series.) 

Workers' Compensation Claims: contains incident reports, correspondence, medical reports, 
invoices and medical authorization forms 

j 7. Record Series ForTnat(s) List etl 

.tQlbttarSlza OMcrofilm 

lp>togBl Size •Computer Tape 

• Audio Tape • Floppy DrsK 

• Bound Book • Video Tape 

n omor 

8. Record Series Sequence 

• Athabasca) 

• Numencal 

t^^^^Chranolocjicd 

• Geographical 

• Other (BoeorM 

9. Volume \ 
||Vt%DrBimr(a) [ 

• MfcrotBm Reet(s) 1 

a 
Number 

n Ofhar imclM 

j 7. Record Series ForTnat(s) List etl 

.tQlbttarSlza OMcrofilm 

lp>togBl Size •Computer Tape 

• Audio Tape • Floppy DrsK 

• Bound Book • Video Tape 

n omor 

8. Record Series Sequence 

• Athabasca) 

• Numencal 

t^^^^Chranolocjicd 

• Geographical 

• Other (BoeorM 

10. Annual Accumulation 

• MtcmfOm ReeKi) 

.50 
• ComDuterTasefs) 1 

Number | 
• Otter (specify) 1 

1 11. Fie Is Used 

1 • Deny •Weekly • Monthly XS*t™&>t 

12 Fie Becomes Inactive After 1 

| D Morittifsi Q^l^arfirt^ 1 
Number 1 

1 13. Current lAoerJcn(8) (Bldo., Floor, Room) 

Town Hall 
14. Is Record Series Duplcatad Elsewhere? (If yes, spectfy aaancy or offlco.) |j 

• Yes r ^ N o ^ | 

15. Access Restrictions (If Yea, one Lew(s) e. Raeulatlon(a) 

• Yea x^/o^ 

16. Audtt Requirernents B 

• None •"Stato'^ • Federa) • Independent 

17. la an Index System used? rf yea, explain briefly end describe requirements 

• Yes a d v ^ 

18, Recommended Retention 

^ j t g ^ 3 M * * 

18 Name and TTOe of Preparer 

Annette M.Green, Clerk-Treasurer 

20. Tdephone Number 

410/348-5522 

21. Date H 

DOS 560-4 (Rev. 1/93) 



| Instructions -Type or Print a separate form for 

| each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-798-1930 

A G E N C Y R E C O R D S INVENTORY 
| Instructions -Type or Print a separate form for 

| each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-798-1930 

PAQE / OF 

1 1. DtpntmanVAocncy 

v Town of Betterton 
2. DMskn 

Administration 
J.Ultt 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Tlta 

Deeds/Agreements 

S. EarUest Year/Letost Year 

6. Record Series Description (Briefly daectlbe the types otliiluiiiiallut/ftiaiiirailB/luriro found In the series Include the purpose or function of the series.) 

Deeds of property and agreements between the Town and individuals/entities. 

7. Record Series Format(B) Ust all 

•Ir^ttsr Size • iSlcrofUm 

• Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Taps 

• Other (spadty) 

8. Rscord Series Sequence 

X^A^abetlcaJ 

»|D> t̂CumerfcBl 

^^^firatoloQlca) 

• GeoflropNcal 

• Other (specify) 

• MlcrofJtm Reelfs) 

• Computer Tapo(B) 

• Othar (specify) 

10. Annual Accumulation 

Number 

sOrawer(s) 

• NUcraflbn ReeKs) 

• Computer Tapefs) 

• Otter (spedfy) 

11. Flo Is Used 

• DsDy •Weekly ^Cfarffity • ArmuaOy 

12 Fie Becomes Inactive After 

t o Month(e) Ofaorta) 

13. Current LocatJon(B) (Btdg., Floor, Room) 

Town Hall 
14. Is Record Series Dupfcated Osewhere? (If yes, speotty agency or oflfco.) 

• Yea E^ito 

15. Access Restrictions (If Yea, efts Law(s) A RaQUts9on(s) 

O Yes tyti^ 
16. Audtt Requirements 

• Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes 

18. Recommended Retention 

IB. Name and Tffle of Preparer 

LAnnette M.Green, Clerk-Treasurer 

20. Talaphona Number 

410/348-5522 

DGS SS0-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1830 

A O E N C Y RECORDS INVENTORY I 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1830 

PAQE OP } 

1. DepartmariVAgency 

Town of Betterton 
ZDMstan 

Administration 
3. Urtl 

DEFINITION - RECORD SERIES: A arouo of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 1 
4. Record Sartea Tito 

Annexations 

5. Earnest Yesr/Latsst Year [ 

6. Record Settee Deecnpttan (Briefly describe th« types of liiroiiiMllui/iJuUiiiMitoJturrra found In His settee. Include the purpose or function of the Mites.) | 

Annexation Petitions with supporting and background documents 

1 7. Record Serbs Formal(s) Ust an 

p^llbrStza QNicrofilrn 

faeSqtiQiZB aCornputarTapa 

• Audio Tapo • Floppy Disk 

• Bound Book • Video Taps 

• Otwf-aoKitV, 

8. Record Series Saquenoa 

• AttfiefcetlcB. 

. • Nurnertoat 

ppi<<5rirondoglcal 

• Geographical 

• Othsr laxctM 

tV<*rUe Dnm*ar<s) 

• fvQcrutnm Rael(B) t 

l • ComDuterTaDe/s) 

Number 1 

• OHwr (mBdM 1 

1 7. Record Serbs Formal(s) Ust an 

p^llbrStza QNicrofilrn 

faeSqtiQiZB aCornputarTapa 

• Audio Tapo • Floppy Disk 

• Bound Book • Video Taps 

• Otwf-aoKitV, 

8. Record Series Saquenoa 

• AttfiefcetlcB. 

. • Nurnertoat 

ppi<<5rirondoglcal 

• Geographical 

• Othsr laxctM 

10. Annual Accumulation I 

• Microfilm RaaKs) I 

*t5 D Cornputer Tape(i) I 

Number 1 

• Otter (specify) I 

11. Flats Used 

1 • Oefly • Weekly • Morrthty HtfwOH 

12. Fla Becomes Iriacttve After f 

1 • Month/i) aWIwJi ) j 
Number 1 

1 13. Currant LooatJorKs) (Btdg., Floor, Room) 

Town Hall 

14. Is Record Series Duptcetod Bsevrtiere? (If yes, specify agency or office.) 1 

• Yes •"•""tjo 

9 18. Access Reatrtctlcns (If Yea, dta L*w(a) * RagulatrorKs) 

I • Yea eyetfT̂  
10. Audi Recrements 

• None n^toto • FeoeraJ • Independent 

17. I l in Index System used? If yes, explain briefly and describe requirements 

• Yee f y ^ ^ 

18. Recommended Retention 

19. Nome end TIfJe of Preparer 

Annette M.Green, Clerk-Treasurer 

20. Telephone Number 

410/348-5522 

21. Date 

DOS S50-4 (Rev. 1/93) 



Instructions -Type or Print a separata form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S INVENTORY 

1 "n^wrfof Betterton Administration 
3. Unit 

-'RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes: 
4.rojcortSarleeT"J» 

Legislation 
6. Earleel YeertUteet Year 

arfronid8»r«»rJeocifcito(Bn^daeoraotiatyp^ ktdudetne purpose or furarttonoffheaertee.) 

Charter, charter amendments, ordinances, and resolutions adopted by the Council with supporting 
and background documents, if any. 

7. RecordSertaaFormel(i) lariat. 

^ k a n r S U i QMcrofum 

t>egal Stza •ComputarTapa 

• AudbTape •RoopyDMi 

• Bound Book a Video Tape 

n n a w h f a r l h l 

B. Raoord Sanaa Saquanoa 

• Athaoetcal 

• Numarkal 

^^Cruausofltaal 

0 OaooraphrCBl 

g. Volume — " 
it^RaDnmerfa) 

• NeoroflrnRaeKe) 

* ^ • Corrixter Tapers) 

Number 
n m h ^ a r a r i n A 

7. RecordSertaaFormel(i) lariat. 

^ k a n r S U i QMcrofum 

t>egal Stza •ComputarTapa 

• AudbTape •RoopyDMi 

• Bound Book a Video Tape 

n n a w h f a r l h l 

B. Raoord Sanaa Saquanoa 

• Athaoetcal 

• Numarkal 

^^Cruausofltaal 

0 OaooraphrCBl 10. Anrual Aocumulason 
H>Wt*Piaaei(e) 

• MaroOni ReaKa) 

2 
• ComoutarTaoete) 

Number 
• Otier(epeoty) 

11. Ran) Used ^ 

a Daly • Weekly • Monthly |/<fi™aty 

12. FteEsnomaelnactve After 

| • Morrttti) tyfaarW 
Numbar 

13. Currant Locs»cn(s) (Bog.. Floor, Room) 

Town Hall 

14. la Raoord SarlaaDupfoatadBJavAara? (If yaa. opacify agamy or arks.) 

• Yaa 

16. Aocees Raattuaarn (If Yea, one La«<e) » Raguk*lon<s) 

• Yaa O J r * ^ 

16. Audiroaajlranianta 

• Nona %t*tif 0 Federal • Independent 

17. It en Ir«ta5ys»«n used? If yea, e^iu*brteeyarrt desert 

0 Yaa fy^^ 

18. Reuuuiwioed RataiiVun 

19. Narr» and Tile of Preparer 

Annette M.Green, Clerk-Treasurer 

2a Telephone Nun*er 

410/348-5522 

21. Date 

DOS 650-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DCS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A O E N C Y R E C O R D S INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DCS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAQE ^ O f ' ' 

1 ^iown°bf Betterton 
IDMakjn . . 

Administration 

—.J - ' - — • —a rilli • 4TII*ul Maul aaa-Hu4 MA n linl 

3. Unit 

4. Raujfu Sarin Tfto 

Town Code and Amendments 

8. Earaaal Yaar/Utaat Yaar 

&r«acord5»la»rja»cnpapn(B>lBlya^ecra*«f^ lrdu^1»iapurptia»orfunr^iiftr»earte*) 

The Code, with amendments, contains the current local laws of the Town. 

7. Racord Sarin Fcrmat(a) Uatat 

iptittmaa aweromri 

^d)&t$U» nComputarTapa 

• AudbTapa DRoppy Dart 

a Bound Bock OVWaoTapa 

n O h r a o d M 

B. Rooord Sarlaa Saquanoa 

• Aktfiabatcal 

• NumartoaĴ  

Cluuiuinfllri^ 

• OaoBrapracal 

n n a n . (•parity* 

O.Voam 
tJ^I%Diaatai(a) 

• Stao«rnRaat(a) 

5 
• • 0 CornputarTapatt) 

Numbar 
• Oltar (apaety) 

7. Racord Sarin Fcrmat(a) Uatat 

iptittmaa aweromri 

^d)&t$U» nComputarTapa 

• AudbTapa DRoppy Dart 

a Bound Bock OVWaoTapa 

n O h r a o d M 

B. Rooord Sarlaa Saquanoa 

• Aktfiabatcal 

• NumartoaĴ  

Cluuiuinfllri^ 

• OaoBrapracal 

n n a n . (•parity* 

10 Arawal Aooarutalan 
i V f l a Oiaaaj(a) 

| ' ' 

* 1 • CorroutarTaoacs) 
Numbar 

• Ot)ar(apaoay) 

11. RalaUaad 

• Daly QWaakty • Morrtay fr<maaTy 

12. f^BaoomaslrtactvaAftar 

| • MonMa) n-faarta) 
Numbar 

13. Currant LuuattuKa) (Bkkj., floor, Room) 

Town Hall 

14. la Raoord Sanaa Dupacatad Diaarhara? (rfvaa, ipaorrf aoancy or orka.) 

• Yaa * — H r f -

18. Aooaaa Raalteflona (If Yaa, dta Laar<a)« RaoutasorKi) 

• Yaa rt*rf̂ ^ 
18. AufflRaguaamanrj 

• Nona fr-Stita'' • Fadaral • mdapandanl 

17. I i an iidaj Syatam uasol If yaa, aaplati briaty aird ctaecrl^ 

• Yaa 

16. RMtninwidKl RBovrtton 

19. Sams and Tlfa of Praparar 

Annette M.Green, Clerk-Treasurer 

20. Tataphuna Numbar 

410/348-5522 

DOS S60-4 (Rav. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-780-1830 

A G E N C Y R E C O R D S INVENTORY 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-780-1830 

pack X , v V or • 1 

i °~Yg*fi*of B e t t e r t o n 
ZDMatan . . . . 

Administration 

__1 * - — - OA. _ XI1, i eJ AHuJ l l f U l f l ** A A 1 m h fnr rarftara 

3. UnH 

4. Rscora Swin THa 

Town Publications 
6. Earta! YMrnatett Yaw 

a. Record S a i l D—utilon (Booty dcccrtoo t» type* oflnton»auii/uWjii*«iL»/tuiii» found In « i » eonee. kidud*tr» purpose or furotfcti of frwterte*) 

Town Journal, handbook, directories and various notices to the press and general public regarding 
current events. 

7. Record Sorts* Format!*) Led afl 

vettasarSlz* •afcroOrn 

lP«fgalSlte • ConaanerTape 

• Audio Tapa • Floppy Da* 

• Bound Book 0 Video Tape 

nOtmrltfmMit 

8. Raoord Sartaa Saquanoa 

• AfcftaMfca) 

• Numarioal 

^ ^̂ pJWtSMTQkua 

• QaopaphJcal 

n r M w r n r i M 

•.Volume 
av-fSaOra»«ar(i) 

• MkrofJmRaaKa) 

«• -J • Computer Tapefe) 
Number 

n n*»(aran*yi 

7. Record Sorts* Format!*) Led afl 

vettasarSlz* •afcroOrn 

lP«fgalSlte • ConaanerTape 

• Audio Tapa • Floppy Da* 

• Bound Book 0 Video Tape 

nOtmrltfmMit 

8. Raoord Sartaa Saquanoa 

• AfcftaMfca) 

• Numarioal 

^ ^̂ pJWtSMTQkua 

• QaopaphJcal 

n r M w r n r i M 

10, Annual AocumulaDon 
•WlaDrawarfi) 

• MIcroCtnRaaKa) 

1 • Computar Tapa(s) 
Numbar 

• OtMr(apaoffy) 

11. FteleUaad 

a Daly • Weekly • Monthly pAfliualy 

12. FleBooomoelracrlveAlbjr 

1 • MontKal fUYsarte) 
Number 

13. Currant Looatonfa) (Btdg.. Floor, Room) 

Town Hall 

14. la Raoord Sanaa Dupacatad BsoeHare? (rfyee, spedfy eosncy or orscs) 

• Yaa o<—•Jo'' 

18. Aooaai Raaktotloni (If Yaa, cne Laa(B) A ReuutetorKi) 

• Yaa I K * I o ^ ^ 

16. Audi Raqukamanta 

• Nona a^Staf i^ • Fadsral • Independent 

17. la tn Index System uaadT If yaa, explain rjmty ernl(k«Mrt>ereo^w*rnen») 

• Yaa 

18. Recommended Ratantton 

10. Narra> and Tlta of Praparar • 

Annette M.Green, Clerk-Treasurer 

ZaTUaphonaNtimoar 

410/348-5522 

21. Data 

DOS 560-4 (R»v.1/B3) 



Instructions -Type or Print a separata form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1030 

A O E N C Y R E C O R D S INVENTORY 
Instructions -Type or Print a separata form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1030 

PAQB f^" or t^f*. 

1 °n^wrrof Belterton 
IDMatan . . . . 

Administration 
3. Urn 

4. Retiord Sarin Tree 

Legal Opinions and Litigation. 
6. EariM YeerfLeteat Year to 

ft Record Sarin Daeukieun (rjikily ilaamW lie typaa rrf liitinarrtnnAI enlaffl i ' — 1 *- — — — eio*ito1r»puprjnorfurro»Bnerriie 

Written opinions rendered by the Town Attorney at the request of the Mayor and litigation cases 
involving the Town. 

7. Record SarinFormeHe) Uatat 

• Legal Sere • CcrnputerTape 

• AudloTape •RoppyOtt 

• Bound Book • Video Tape 

• Otw(apecny) 

I. Racord Sarin SaYjuarao 

• Numerical 

£^^hiuiioloQlGBl 

• Otuv(apacny) . 

• Ornasrla) 

• MkxoeVnReeKe) 

0 Computer Tepafe) 

• omer (eoecty)__ 

10. Annual Acoumureaon 
• Fie Ora»er(a) 

AO 
0 MaoamReeKa) 

• CamauterTapela) 

• Otw(apecty) 

11. Fee la Heed 

• Oath; d4exrnta>^ • Annuaey • Uorith(a) uVYeen>) 

13 Currerrt LrKatkrtts) (BtdD., 

Town Hall 

14. la Reoord Sarin Dupeoated Bsearttere? (If y n e p e o ^ agency or otace.) 

• Y n fi^tfo 

11 Aor»Ree*tc«ro(r tYn,rAt^e)4Rapiae>jn<i> 

• Y n 

IS. Audi Reautrernenta 

• None «*T*StafcT • Federal • 

17. I i an Index Syatam uied7 ft yaa, explaki brteey «ndcx«crloe recjjtremerne 

D Y n D l / o ^ 

19. Name and Trie ol Preperer 

Annette M.Green, Clerk-Treasurer 

aTalephorreNurrtw 

410/348-5522 

DOS 680-4 (Rev. 1AM) 


